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Agency 
Washington County 

Division/Unit 
Finance/Water and Sewage 

Item No Description Retention 

Billing registers 
-contains but not limited to: past due bills, invoice update edit 
list, billing registers, delinquent proof list, consumption proof 
list, syscon conversion, date and time report, meter readings, 
invoice copies 

Lab reports: water analysis - water samples, lab analysis report, 
waste water/streams analysis, discharge reports 

Agreements for service, pipeline crossing, site plans, 
agreements between Washington Co. and sub division/town for 
water and sewage services, amendments, funding agreements, 
agreements for architectural services 

Accounts payable invoices 
-contains but not limited to: paid invoices, correspondence 

Cash receipts 
-contains but not limited to: payment stub, adding machine 
tapes, invoices 

Subdistrict general registers - computer generated listings, 
general ledger transaction report 

Equipment rentals/mileage reports 
-contains but not limited to: equipment rental worksheet, 
handwritten notes, total monthly equipment cost 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy 

Retain for five (10) years and 
until all audit requirements have 
been fulfilled, then destroy 

Permanent. Transfer 
periodically to MD State 
Archives 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy 
Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy 

Approved by Department, Agency or Division Representative 

Date July 16. 1999 
Schedule Authorized by State Archivist 

Date i i U l 2 0 " " „ 

Signature V ^ ^ ^ ^ ^ - * ^ -
Type Name JoniiL. Bittner 

j i t l e County Clerk 
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Item No Description Retention 

8 Sanitary district water directories 
-contains but not limited to: reconciliation of labor 
distribution, labor distribution, mileage distribution, personal 
mileage, administrative expense report, master control list, 
well testing, invoices 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy. 

9 Grants/Loans - Water and sewage construction 
-contains but not limited to: purchase orders, invoices, 
estimate for partial payment, lawn invoices, labor distribution, 
lawn and overhead salary reports, correspondence, 
certifications of performance 

Retain for life of grant plus three 
(3) years and until all audit 
requirements have been fulfilled, 
then destroy 

10 Post Office address reports - computer generated listing, road 
name, address, owner name, zipcode, land use 

Retain until updated or 
superseded, then destroy 

11 Untaxed and undetermined parcels and tax maps - computer 
generated listing: account number, owner/address, liber -
folio, description, map, parcel, grid 

Retain until updated or 
superseded, then destroy 

12 Easement files 
-contains but not limited to: workpapers, sewer line easement 
instruments, drawings, property appraisals, correspondence 

Permanent. Transfer 
periodically to the MD State 
Archives 

13 Service connection construction reports 
-contains but not limited to: lateral sheets, lists project, 
location, contractor, date installed, address, site drawing, size 
and type of main-pipe-meter-vault-length; cut reference 
sheets 

Retain for life of equipment, 
plus 3 years, then destroy. 

14 Operation and maintenance manuals 
-contains but not limited to: warranty, maintenance data, 
specifications, parts catalog, installation instructions, 
operating instructions 

Retain until updated or 
superseded, then destroy 
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Item No Description Retention 

15 Statements - computer generated 
-contains but not limited to: statements for tests performed on 
water systems, copies of test results that relate to statement 

Retain for five (5) years and until 
all audit requirements have been 
met, then destroy. 

16 Procurement for materials and services: correspondence, notice 
to proceed for procurement of materials and supplies, 
addendums, bonds and insurance for explosive experts; 
includes concrete, rock engineering firms, pipe 

Destroy material having no 
further Legal, Fiscal, 
Administrative or Operational 
Value 

17 Subject files by sanitary district 
-contains but not limited to: correspondence, contract change 
orders, permits, final tabulation listings, mileage cost, 
equipment rental cost, inspector's report, notice of public 
hearings, hearing testimony, hearing procedures 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

18 Ridge Water Corporation 
-contains but not limited to: minute book and organization 
records, correspondence, handwritten notes, check copies, 
stock subscriptions, copies of share certificates, journal entries, 
tax returns, statements 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 
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Item No Description Retention 

19 Property transfer record: form (green) lists - kind of 
conveyance, town, county, deed presented by, date, 
consideration, ground rent, name of grantor, N &A, assessment 
Originals maintained by Real Property Administration. A copy 
is reordered at the Circuit Court. 

Destroy material having no 
further Administrative, Legal, 
Fiscal or Operational value. 

20 Manual check registers: ledger sheets listing - check number, 
payee, account number, distribution, total 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

21 Water meter installation/replacement log 
-contains but not limited to: log sheet, consumption proof list, 
meter change 

Retain inspection approvals and 
meter specifications for three 

years and until all audit 
requirements have been fulfilled, 
then destroy. 

Retain meter history data for 
seven (7) years, then destroy. 

22 Inventory posting register: computer generated listing: fund, 
account number, project, date, item #, quantity, U/M, req. 
reference number, debit, credit 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

23 Detail A/R invoice journal, billing register: computer generated 
listing - account number, date, customer/description, property 
number, invoice number, debit, credit, address, plan type, 
reading, consumption, charges, adjustments, final charge 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



20. TELEPHONE NUMBER 





20. TELEPHONE NUMBER 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 





20. TELEPHONE NUMBER 





Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 





Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 





Retain for tfaro^37Tears and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



20. TELEPHONE NUMBER 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



Sex. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



mi 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 





20. TELEPHONE NUMBER 





Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 





FINANCE 

BOX #50 

SUBDISTRICT NO. 9 - HIGHFIELD WATER 
DIRECTORY 

BOOK #1 
Master Control - All Costs 
Summary of All Costs d 9/30/86 
Force Account Summary 
Force Account Labor Distribution 
Force Account Invoices 
BOOK *2 
Labor Reconciliation 
Account Number Code 
Truck Mileage - Regular 
Personal Mileage - Regular 
Administrative Summary 
Administrative Invoices 
Administrative Labor Distribution 
Willard Well Testing 
Willard Well Construction Summary 
Willard Well Construction Truck Mileage 
Willard Well Construction Invoices 
Willard Well Construction Labor Dist. 
Interest 
Engineering 

BOOK #3 
Construction D. L. George 
Construction Conewago 
Other Income 
Funding All Sources 
Submittals 
FmHA Grant Requests 
Miscellaneous 

BOOK 14 
Correspondence 
Rates/Costs 


